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Understanding Word Basics 
1. Microsoft Word is a program used for ________.
 FORMCHECKBOX 

A.
accounting work

 FORMCHECKBOX 

B.
slide presentations

 FORMCHECKBOX 
(
C.
creating and modifying documents

 FORMCHECKBOX 

D.
None of the above

2. Which of the following statements about task panes is true?
 FORMCHECKBOX 

A.
Task panes always appear on the right side of the Word screen
 FORMCHECKBOX 

B.
Task panes are moveable
 FORMCHECKBOX 

C.
Task panes appear wherever the last person who used your computer left them
 FORMCHECKBOX 
(
D.
B and C only
3. Which of the following statements about online Help is true?
 FORMCHECKBOX 

A.
Answers to help questions are generated from your computer if it is connected to the Internet
 FORMCHECKBOX 

B.
Microsoft integrates its reference manuals into online Help
 FORMCHECKBOX 

C.
Help is available for just about any topic you can imagine
 FORMCHECKBOX 
(
D.
All of the above
4. The method you use to start Word depends on whether you want to create a new document or open an existing one.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

5. The Close button keeps Word open but closes the current document.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Creating and Editing Business Letters
6. You must ________ before performing an action on it.

 FORMCHECKBOX 
(
A.
select the text

 FORMCHECKBOX 

B.
press (Enter)
 FORMCHECKBOX 

C.
delete the text

 FORMCHECKBOX 

D.
scroll until the text appears in the upper-left corner of the screen

7. Drag and Drop ________.

 FORMCHECKBOX 

A.
produces the same result as Cut, Copy, and Paste

 FORMCHECKBOX 

B.
is best used for moving and copying text a short distance within the same document

 FORMCHECKBOX 

C.
utilizes the (Ctrl) key for copying

 FORMCHECKBOX 
(
D.
All of the above

8. What happens when a paragraph requires more than one line?

 FORMCHECKBOX 

A.
You must press (Enter) at the end of each line

 FORMCHECKBOX 
(
B.
Word wrap automatically wraps the lines

 FORMCHECKBOX 

C.
You must press the (Tab) key at the end of each line

 FORMCHECKBOX 

D.
The text moves off the edge of the screen

9. You can undo and redo multiple actions.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

10. Cut, Copy, and Paste allow you to copy and move text within a document and between documents, but not between different Office applications.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Creating a Memorandum and Press Release
11. The only difference with the various memorandum styles is ________.

 FORMCHECKBOX 

A.
some don’t contain an introduction

 FORMCHECKBOX 

B.
some don’t include a date

 FORMCHECKBOX 
(
C.
the formatting

 FORMCHECKBOX 

D.
None of the above
12. Which of the following statements about automatic page breaks is true?

 FORMCHECKBOX 

A.
Word creates an automatic page break when the insertion point reaches the bottom of a page

 FORMCHECKBOX 

B.
The location of an automatic page break may change as text is added to or deleted from a document

 FORMCHECKBOX 

C.
Automatic page breaks are convenient when working with long documents that have continuously flowing text

 FORMCHECKBOX 
(
D.
All of the above

13. When formatting text, you ________.

 FORMCHECKBOX 

A.
can change the font, font size, and color

 FORMCHECKBOX 

B.
can change format settings to take effect from the insertion point forward or until you change them again

 FORMCHECKBOX 

C.
must select the text then apply the desired formats to format existing text

 FORMCHECKBOX 
(
D.
All of the above

14. The Word Count toolbar counts only the number of words in a document.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
15. A manual page break cannot be removed after it is inserted.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Creating a Simple Report

16. Which of the following conventions is typically included in the traditional unbound business report format?

 FORMCHECKBOX 

A.
The title is uppercase, centered, and bold face

 FORMCHECKBOX 

B.
The body is double-spaced

 FORMCHECKBOX 

C.
Double-spacing is set before beginning the report

 FORMCHECKBOX 
(
D.
All of the above

17. With regards to adding paragraph borders, which of the following statements is true so the space between margins and paragraphs does not get filled?

 FORMCHECKBOX 

A.
You cannot add borders to paragraphs (only pages)

 FORMCHECKBOX 

B.
Use a clear fill color in the margin area so it doesn’t appear filled

 FORMCHECKBOX 
(
C.
Indent the paragraph(s)

 FORMCHECKBOX 

D.
None of the above

18. You can apply borders and shading to ________.

 FORMCHECKBOX 

A.
text

 FORMCHECKBOX 

B.
paragraphs

 FORMCHECKBOX 

C.
pages

 FORMCHECKBOX 
(
D.
All of the above

19. The Reveal Formatting task pane can be useful in understanding why a particular paragraph or text selection behaves as it does.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
20. You should avoid using the spacebar to line up columns of text and instead use tab stops (or tables) because columns may go out of alignment if you later change fonts or edit the text.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
Creating a Flyer

21. Which of the following statements about a point is true?

 FORMCHECKBOX 

A.
A point is 1/72nd of an inch

 FORMCHECKBOX 

B.
Word uses points for type size

 FORMCHECKBOX 

C.
This unit of measure facilitates great precision

 FORMCHECKBOX 
(
D.
All of the above

22. How can you find a specific piece of clip art?

 FORMCHECKBOX 

A.
By keyword

 FORMCHECKBOX 

B.
By category

 FORMCHECKBOX 

C.
By media type

 FORMCHECKBOX 
(
D.
All of the above

23. What are the available options for paragraph spacing?

 FORMCHECKBOX 

A.
Spacing before a paragraph

 FORMCHECKBOX 

B.
Spacing after a paragraph

 FORMCHECKBOX 

C.
Line spacing

 FORMCHECKBOX 
(
D.
All of the above

24. Inserting a picture from a file saves time because you do not have to import the picture into the Clip Art Gallery before placing it into the Word document.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

25. A watermark is an image, text, or piece of WordArt that floats in the background of a page.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
Working with Tables

26. What should you do before inserting a table? 

 FORMCHECKBOX 

A.
Format the paragraphs to be included in the table

 FORMCHECKBOX 

B.
Insert page breaks as necessary

 FORMCHECKBOX 
(
C.
Visualize how you want the table to appear

 FORMCHECKBOX 

D.
None of the above

27. What is the function of the Draw Table option?

 FORMCHECKBOX 

A.
To draw tables with a precise size

 FORMCHECKBOX 

B.
To draw tables in a precise location

 FORMCHECKBOX 

C.
To draw rows and columns within a table

 FORMCHECKBOX 
(
D.
All of the above

28. If three rows are selected and the Table Insert Rows Above command is issued, ________ new rows are inserted.

 FORMCHECKBOX 

A
one

 FORMCHECKBOX 
(
B.
three

 FORMCHECKBOX 

C.
no 

 FORMCHECKBOX 

D.
four

29. When converting text to a table, Word counts tabs to determine the number of columns and paragraph marks to determine the number of rows.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
30. Row properties can be used to print a header row on each page of a multi-page printout.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
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